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HEAFEY LAW LIBRARY IN A
NUTSHELL: THE TOOLS AND THE
RULES
The Law library is a place you ' 11 be spending a lot of time
during your law school experience. Staff in the library try
to make the library accessible, clean, and a productive,
pleasant place to be.
There are several tools in the library that will help you get
the most out of the library and its resources, among them
are: the online library catalog OSCAR, the law school' s
intranet CLARANET, the library staff, your ACCESS
card, and Computing Services.
There are also several rules you should know in order to
make your time as hassle free and as constructive as possible.
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OSCAR is the library's online catalog. OSCAR has information on all the books,
video tapes, journals, audio
tapes etc. in both Heafey and
Orradre ( the undergraduate
library located across from
Benson Center). If you want
to know if we have something
in the library, this is the place
to look.
OSCAR has information
about the books: the title, author,subject, publisher, year
of publication, location of the
book, whether or not the book
circulates and if it is currently
checked out. It is not the full
(SEE OSCAR on page 2)
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OSCAR:
the Library
catalog)
(Continued from page
1)
text of the book so you can
not look up a particular case
in a reporter or a particular
article in a law review. (use
Lexis or W estlaw to do that.)
The Reference staff will be
offering classes on how to
search and best utilize
OSCAR. There are printed
guides on search strategies
available near the terminals
in Heafey, and on-line guides
you can click on from
OSCAR' s main menu. Staff
at both the Circulation and
Reference Desk can help you
get started with OSCAR

OSCAR is available on
the web at:
Http:// sculib.scu.edu

CLARANET
CLARANET is the Intranet
for SCU Law school. An Intranet as opposed to the Internet, is like a virtual interactive bulletin board. Your professor can put up a sample an-

swer on CLARANET, the
Records Office can put up a
form or policy statement.
On an Intranet things can be
posted quickly, within minutes because the conversion
'
of a document into the neccessary code is seamless and
can be done by a professor,
administrator, or staff member without having to go
through a W ebmaster.
What you'll find on

CLARANET:
1.) Professor's Course
Reserves :
Any short personal copies of
items like old exams, sample answers, comments, or
short articles your professor
has placed on reserve can be
found on CLARANET.
Hard copies of these items
are available in the Stauffer
Reserve Room near the Circulation Desk. Your professor should have a course
page set up that you can access from the main index option on the first screen of
CLARANET.
Note:
Professors can password
protect a course page or a
document. Passwords
should be distributed by the
professor in class . If you
did not receive the password
or have forgotten it, the Circulation Desk maintains a
list of all CLARANET passwords .

2.) Old SCU Law School
Exams :
The library has loaded the
previous ten years of exams
( 1990-2000) onto
CLARANET. Exams are
available from a link on the
main index page.
Access to old exams on
CLARANET is password protected . The password for exams is : marshall
Hard copies of exams back
as far as 1954 are available in
the Stauffer Reserve Room
at the call # : KF292 S3 A2.
3.) Information from Law
School Departments :
The Law Library has posted
several policies such as access and privilege policies,
conference room policies, and
research guides on a library
course page. Other departments such as the Records
Office and Faculty Support
have also posted information
on course pages .
Staff at either the Reference
or Circulation Desk can answer your CLARANET questions .

CLARANET is available at:
Http://claranet.scu.edu
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WHAT THE LIBRARY STAFF CAN
DO FOR YOU

Staff at the Reference and
Circulation Desks are committed to helping you achieve
all your research goals, to get
the most out of the library,
' and are the most accessible
1
and knowledgeable tool
available in the library. Each
department, Reference and
Circulation has different
ways of assisting you .

What can the Reference
Staff do for you?

What can the Circulation
Staff do for you?

Answer the following :

Answer the following :

•
•
•
•

•

Where can I find
?
How do I use ........ .... ..?
Do we have ......... ....... ?
Can we get. .. .... ... .... ... ?
(Document delivery/
Interlibrary Loan)

•
•
•

What? Where? How?Why?
How?

Show you the following :
Show you the following:
•
•

Heafey Headnotes is the bisemester publication of
Heafey Law Library for law
students, faculty/staff, and
friends of the library

•
•

Editor & Publisher:
Kevin Schweikher,
Circulation
Editorial Assistance:
Dolores de la Fuente,
lleference

What if my books are
overdue?
How can I reserve a con:ference room?
What are the library
hours?
How do I put a search or
hold on a book?

Tips & Tricks for :
OSCAR
Westlaw/Lexis
Internet
The Labs
CD-ROM Networks on
Campus
The law library

•
•

How to locate course reserve materials
General law school/university information
OSCAR locations

Train you to efficiently use:
/

•
•

Photocopiers
CLARANET

Train you to efficiently use:
•
•
•

OSCAR
Westlaw/Lexis
Major library resources

REFERENCE DESK
PHONE: 554-4452
STAFF:
Whit Alexander
Prano Amjadi
Dolores de La Fuente
Mary Hood
Ellen Platt

CIRCULATION DESK
PHONE: 554-4072
STAFF:
Mike Ford
Carl Frazier
Gus Lane
Lucio Ortiz
Monica Rose
Kevin Schweikher
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THE ACCESS
CARD:
There is one tool you should
always bring with you into the
library- your ACCESS card.
Without your ACCESS card
it will be difficult for you to
take full advantage of all the
services and resources the library has to offer.
Your Access card enables
you to:
•

•

•

Check out library materials, including course reserves and conference
rooms
Use your Flex Account
balance to pay for copies
on the library's four
copiers. Only one library
copier, on the second
floor, accepts coin and
bills for copies. All library copiers, with the
exception of the second
floor copier, require use
of the ACCESS Card.
You can add value to your
Flex Account at the
Value Transfer Station located in the vestibule outside the library entrance.
Identify yourself as a legal user of the library
during high use periods
such as exams. During
high use times library
staff will

check ACCESS cards at the
library entrance to ensure that
only legal users of the library; law students, faculty/
staff, valid courtesy card
holders (local attorneys who
purchase library cards), and
undergraduates with preapproved research needs are
in the library.
•

Allows you entry into the
library's three computer
labs.

If you misplace your ACCESS card please check
with the lost and found at the
Circulation Desk to see if it
has been turned in, or at the
lost and found in Benson Center, or at the ACCESS office.

THE ACCESS
OFFICE:
BENSON ROOM 106
PHONE: 551-1647

•

COMPUTING
SERVICES
The law School Computing
Services Department located
in Heafey Room 200
(second floor of the library)
is responsible for the three

computer labs in the library
in addition to providing assistance with laptop configuration, software questions,
law school networking and
printing issues, and hardware support for the Bannan classrooms. Hadi Amjadi is available to assist
with laptop set up and other
computer questions. A sign
up sheet for appointments
with Hadi is posted on the
door of Heafey Rm. 200.

Law School Computing
Services:
Beafey Room 200
554-5316 or
554- 6938

Heafey Computer
Labs:
There are three computer
labs in Heafey, each with 8
PCs. Downstairs the labs
are:
Toso (located at the end of
the main reading room opposite the Reference Desk)
DiNapoli (located off the
center downstairs hallway
opposite the California Collection). DiNapoli is the
principal training lab. Lexis
and Westlaw classes will
be held in the DiNapoli
Lab.
Upstairs the computer lab
IS :

Ruffo (located opposite the
conference rooms).
(Continued on page 5)
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(Continued from page 4)
The Ruffo Lab has the
only four Mac computers
available in the Library.
The lab computers all have
Microsoft Office, Groupwise,
Netscape, and OSCAR software loaded on them .

PRINTING:
Printing is available in all
three labs. Ruffo and Toso
have printers in the lab . The
printer for the DiNapoli lab
is located outside the lab in
the main reading room next
to the CD-ROM area. The
printers rely on a print
server on the campus network
for printing. When the print
server is down there are two
smaller dedicated printers
available in Toso and Ruffo .
During a server outage there
is a 15 minute time limit on
the dedicated printers and
their attached computers .
Lexis and Westlaw print jobs
should never be sent to the
networked printers in the labs
but to the dedicated Lexis
and W estlaw printers near the
DiNapoli Lab .

The Computer Labs
close half an hour before the library. All
printing should be
done by this time.
Paper and toner for the
printers is available from
both the Circulation and Reference Desks . Please only
print when absolutely neccessary. Excessive printing
causes clutter in the labs and
increases paper costs for the
library, that may be passed on
to you .

If you notice a problem with
a computer in the labs please
report it as soon as possible to
either Reference, Circulation, or to the lab attendant
on duty, if there is one.
Please remember to scan
your disks for viruses. Viral
infections can be transmitted
from computer to computer
and disable an entire lab .
Disks left in the labs are
turned in to the Circulation
Desk.

•

Food is prohibted in the
library, including the conference rooms.
• Beverages are allowed
only in spillproof containers. Not allowed:
• Styrofoam coffee cups
with plastic lids
• Soda cans or bottles
• Absolutely no beverages
not even in spillproof containers in the computer
labs .
• No smoking in the library
• Quiet Please:
Please be considerate of
others and keep noise to a
minimum while in the law library. This includes excessive talking, cell phone use,
loud sound effects on laptops,portable radios, walkmans, as well as engaging in
any behavior that disturbs
other users . If your cell
phone rings while you are in
the library please take it outside before you begin talking.
Remember sound carries in
the library.
•

Unless another patron has
placed a hold on material
you have checked out, renewals may be requested
by telephone or in person.
The number of renewals is
(Continued on page 6)
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REGULAR
•

LIBRARY
REGULATIONS
(Continued from page 5)
limited. Please return the
materials to Circulation when
you have reached the maximum number of renewals.
•

/

/

/

Material which can not be
located on the shelf can
be "searched" by personnel at Circulation. You
may request a hold on
items checked out to another patron. Students,
faculty and staff may request materials not available in the library
through inter-library loan
at the Reference Desk or
on OSCAR.
• Please do not re-shelve
any of the books you have
used; either leave them on
a table or place them on
one of the library book
carts. Books will be reshelved daily . You may
request a "save slip" from
Circulation to prevent
books from being
reshelved .
• All books checked out
must be returned to the
Circulation Desk. Leaving
them on library tables
does not assure they are
checked in and may result
in fines.

Any personal materials
left on the tables will be
taken to the Circulation
Desk where you may
claim them .
There is open access to
the Stauffer Reserve
Room. A library assistant
is on duty at all times . All
books from the Stauffer
Reserve Room must be
checked out if you are
taking them from that
room . Check books in
again when you are
through or a fine may result. If books are checked
out of the library, return
them to the Circulation
Desk.

LIBRARY HOURS

Key library policies can be
found on the library's
CLARANET page and on the
library's web page.

exceptions for
holidays, exams,
and summer hours
will be posted at the
library entrance, on
Claranet, and the library web page, or
call ext. 4072

•

••••••••••••••• •••
•
: Library Web
•
•
•
•
: Page:
•
•
•
•
•
• http://www.scu.edu/law/ •
•• library
••
•
•
•• • •• • ••• • •• ••• • • •

MON.-THURS.
8AM-MIDNIGHT

FRI.
8AM-10PM
SAT.
9AM-10PM

SUN.
9AM-MIDNIGHT
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LIBRARY CONFERENCE ROOM POLICY
1.

a.
b.

2.
a.

b.
c.
d.
e.
f.

3.
a.

b.
c.
d.
e.
f.

The library has 4 conference rooms located on the second floor of the library for viewing library
videos and studying. Keys to the rooms may be checked out for up to 3 hours per person/group
and they may be reserved in advance.
Glennon and Clougherty rooms, capacity: 6 persons.
Warburton and White rooms, capacity: 20 persons (These rooms are reserved for larger groups)

Reservations:
Only enrolled SCU law students may reserve conference rooms . Faculty/Staff (with the exception of LARAW instructors) may not reserve conference rooms. Law graduates may reserve rooms during the first 2 months after graduation, while studying for the bar.
Rooms may be reserved for a maximum of 3 hours . The conference rooms close 15 minutes
before the library. To reserve rooms, ask at the circulation desk or call 554-4072.
Preference is given to groups rather than individual use. The larger rooms are reserved for
larger groups. The Warburton room is only reserved if all other rooms are filled.
When a group has reserved a room, an individual in that group may not reserve any additional hours on the same day.
Ongoing study group meetings may not be reserved more than one month in advance. Single student organization meetings may be reserved through the current semester.
Faculty are generally not to reserve rooms for classes. Exceptions may be made by the Associate Director; any long term exception must be approved by the Library Director. Legal
Research and Writing instructors may reserve the Warburton Room for class use on an occasional basis.
Use of Rooms:
To access rooms, the key must be checked out from the circulation desk. Patrons are asked
to leave their Access card. If someone is already in the room, the patron must get the key
from them.
There is no eating, drinking (except beverages in spill-proof, approved containers) or smoking in the conference rooms.
The conference rooms may be used to view library-owned videos.
Patrons may remain in the room, beyond 3 hours, until another patron arrives to use the
room . The first patron is expected to leave when the next patron arrives.
White board pens are available at the circulation desk and should be returned to circulation
when checking out of a room.
On leaving the room, the door must be locked. The keys and pens must be returned to circulation. Failure to return the key may result in overdue fines .
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FINDING COURSE RESERVE
A . On ClaraNet

(Electronic web based course reserves)
1. Go to the HeafERES page at: http://claranet.scu.edu or from the law school's homepage.

2 .. Follow the on screen directions to access documents your professor has loaded .
B . In Heafey Law Library

1. All course reserve materials are shelved in the Stauffer Reserve Room near the Circulation desk.
2. To find out what a professor has placed on reserve:
a.) Look on OSCAR under the "Reserve List "option.
b.) The display will tell you whether or not the item is a library owned item shelved in Stauffer by a library call# or a professor's personal copy shelved by the Professor's name in one of the red boxes in
the"professor's alcove"directly across from the entry into Stauffer.
c.) The display on OSCAR will also tell you if an item is checked out and when it's due.
d.) Materials may be renewed continually unless there is a HOLD placed for another borrower. Ask Circulation to place a hold for you if you want to be next in line for the item.
•

Loan Periods for Course Reserve:

Anything removed, beyond the Circulation desk, from the Stauffer room must be checked out at
the Circulation desk.

a. Circulating library owned titles which would usually check out of the library, may be given 24 hour or
2 hour loan periods, dependi°:g on class use.
b. Professor's material on reserve is usually 2 hours but could be for a 24 hour loan period.
c. When volumes are moved into Stauffer for course reserve from other areas in the library all copies of
that volume are moved into Stauffer.
4. Diskettes and audio cassettes on reserve are held behind the Circulation Desk. Ask the desk attendant
to pull them for you.
Questions about course reserve should be directed to the Circulation Desk.

~

